State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

Business Service Officer | (Supervisor)

DWR POSITION NUMBER
0680-4722-500

SAP POSITION NUMBER MCR
50038740 I

APPOINTEE
Vacant

SAP PERSONNEL NO.
TBD

DIVISION/SECTION
BSO/PS/Materials Management

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:
S01

Confidential Related BU:

Rank and File BU:

RESPONSIBILITIES EXERCISED
Supervisory [ Lead Person

IMMEDIATE SUPERVISOR (Print)
Elizabeth Ware

SUPERVISOR'S CLASSIFICATION
Staff Services Manager |

APPROVED BY (Personnel Analyst's Name)
JL

DATE

11/06/2013

Percent of
Time

Activity

POSITION SUMMARY
Under the general supervision of the Purchasing Services (PS) Chief, the incumbent contributes to
department-wide materials management by supervising the Materials Management Unit (MMU) staff
members and performing a variety of tasks and functions headquartered at the Department's
Central Warehouse (1721 13th Street). With an emphasis on commodities (equipment, materials,
and supplies) duties include purchasing, contract administration, receiving, distribution,
warehousing, and inventory control for the Central Warehouse.

ESSENTIAL FUNCTIONS

The incumbent must establish good working relationships with coworkers, program staff, and
management; maintain regular, consistent, predictable attendance; exercise good judgment; and
maintain high ethical standards. Good written and verbal communication skills and the ability to
operate a personal computer are required. The incumbent prepares requisitions and documents

40%

using SAP and Microsoft Office software, and utilizes the acquisition techniques, skills, and
knowledge associated with the following specific essential duties:

Supervise the Materials Management Unit. Independently manage the receiving, warehousing and
distribution functions for commodities and information technology (IT) goods. The duties are:

1. Maintain receiving, warehousing, and distribution operations by initiating, coordinating, and
enforcing program, operational, and personnel policies and procedures. This includes:
- Use SAP to post the receiving and issuing of materials, transfer materials to other storage
locations or supply rooms, and create or change reservations for stocked items.
- Evaluate and analyze goods received for specification conformance and order completion
and when appropriate, negotiating terms of return with vendors, and authorizing returns.
- Coordinate equipment delivery requirements with employees and suppliers.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Elizabeth Ware

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT:

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print)

Vacant

EMPLOYEE'S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Business Service Officer | (Supervisor) 0680-4722-500 50038740 |

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

TBD BSO/PS/Materials Management

Percent of
Time

Activity

15%

15%

10%

2. Safeguard warehouse operations and contents by establishing and monitoring security
procedures and protocols.

3. Control inventory levels by conducting physical counts and reconciling with SAP records.

4. Maintain physical condition of warehouse by planning and implementing new design layouts;
inspecting equipment; issuing work orders for repair and requisitions for replacement.

5. Complete warehouse operational requirements by scheduling and assigning employees,
establishing deadlines, and following up on work results; this includes coordinating daily
delivery of commodities and IT goods to 9 Sacramento area office locations.

6. Maintain warehouse staff by recruiting, selecting, orienting, and training employees.

7. Maintain warehouse staff job performance by coaching, counseling, and disciplining
employees; planning, monitoring, and appraising job results.

8. Maintain professional and technical knowledge by attending educational workshops;
reviewing professional publications; establishing personal networks; participating in
professional organizations.

9. Contribute to team effort by functioning as a working supervisor and by accomplishing related
results as needed.

10. Interact with management. This includes:

- Recommending policy regarding commodity and IT receiving functions.

- Informing PS management about commodity and IT receiving problems and
recommending solutions.

- Preparing and submitting progress reports to management on receiving, warehousing, and
distribution activities.

Work with the management and supervisors of the Public Affairs Office Publications Unit, Printing
Production Services, and the Green Pastures Reuse Room to implement their respective Service
Level Agreements regarding the management of materials within their purviews. Establish
procedures and guidelines to coordinate handling, distribution, and retention of materials to
support their organizational activities.

Supervise purchasing activities for the Central Warehouse. Using SAP, manage the completion of
purchasing documents for acquiring commodities (principally office supplies) and restocking
warehouse and supply room inventories. Obtain the more complex and urgent special use items
for departmental staff (e.g. warehouse material handling equipment and storage units); research
items to ensure they meet specifications; and complete the required electronic purchase
documents. Assist PS on special projects.

Provide on-the-job training to subordinate staff with an emphasis on receiving, warehouse
management practices, and requisitioning. Lead warehouse training activities, including training
related to inventory management and refresher training before the Annual Physical Inventory.
Ensure that all staff are current in all job-required training, including forklift certification.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Business Service Officer | (Supervisor) 0680-4722-500 50038740 |
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant TBD BSO/PS/Materials Management

Pe_rl_ci:r%rét of Activity

5% Coordinate warehouse safety awareness activities, assessments, and conduct safety meetings.
Ensure that warehouse and supply rooms stock appropriate personal protective equipment and
first aid supplies. Coordinate availability of potable water and ice, and any other related supplies,
in support of the DWR Heat lliness Prevention Plan (HIPP). Actively engage in DWR's Safety
System implementation and work closely with the DWR Safety Officer to support ongoing
initiatives.

5% Develop and prepare documents to keep warranties and service contracts in effect for all
warehouse and office equipment. Prepare status reports to management on goods movement
(receipt, issue, and adjustments) and on MMU activities.

5% Make site visits to DWR Field Divisions and Maintenance Yards to provide assistance, advice, and
recommendations on their warehouse and supply operations and the use of SAP for inventory
management transactions and reporting. This may require driving a vehicle on public roadways.

5% Assist with maintenance of MMU vehicles (bob tail truck, cargo/passenger van, and two forklifts);

ensure equipment receives regular servicing. Develop specifications for replacement vehicles and
warehouse storage equipment.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and the Public Affairs Office during Governor declared
emergencies, flood, dam, SWP, and other incidents or emergencies. Additionally this position may
participate in emergency operations in the capacity of area teams, field inspection, coordination,
and assisting agencies such as Cal EMA and FEMA in disaster work, including performing
fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other
emergencies. This position may also serve in one of the sections as established in the Incident
Command System to assist the Department in performing its emergency preparedness, response,
recovery, and mitigation functions. These functions are established in the California State
Emergency Plan and the Department's Administrative Orders.

SKILLS AND QUALIFICATIONS

Supervision, developing budgets, safety management, developing standards, managing processes,
surveillance skills, inventory control, reporting skills, analyzing information, equipment
maintenance, and judgment.

SPECIAL REQUIREMENTS

Must be able to move up to 60 pounds (up to 90 pounds with assistance) of equipment, furniture,
boxes, etc. when assisting in the receipt and distribution of goods and the maintenance of the
warehouse and supply rooms. Required: California Class C driver's license for operation of cargo
vehicles; forklift operator training and certification. Periodic statewide travel may be required to
conduct training or attend meetings.
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	activity: POSITION SUMMARY
Under the general supervision of the Purchasing Services (PS) Chief, the incumbent contributes to department-wide materials management by supervising the Materials Management Unit (MMU) staff members and performing a variety of tasks and functions headquartered at the Department's Central Warehouse (1721 13th Street).  With an emphasis on commodities (equipment, materials, and supplies) duties include purchasing, contract administration, receiving, distribution, warehousing, and inventory control for the Central Warehouse.

ESSENTIAL FUNCTIONS
The incumbent must establish good working relationships with coworkers, program staff, and management; maintain regular, consistent, predictable attendance; exercise good judgment; and maintain high ethical standards.  Good written and verbal communication skills and the ability to operate a personal computer are required.  The incumbent prepares requisitions and documents using SAP and Microsoft Office software, and utilizes the acquisition techniques, skills, and knowledge associated with the following specific essential duties:

Supervise the Materials Management Unit.  Independently manage the receiving, warehousing and distribution functions for commodities and information technology (IT) goods.  The duties are:

1. Maintain receiving, warehousing, and distribution operations by initiating, coordinating, and
    enforcing program, operational, and personnel policies and procedures.  This includes:
     - Use SAP to post the receiving and issuing of materials, transfer materials to other storage 
        locations or supply rooms, and create or change reservations for stocked items.
     - Evaluate and analyze goods received for specification conformance and order completion
       and when appropriate, negotiating terms of return with vendors, and authorizing returns.
     - Coordinate equipment delivery requirements with employees and suppliers.



	classification: Business Service Officer I (Supervisor)
	appointee: Vacant
	dwr position number: 0680-4722-500
	sap personnel no: TBD
	sap position number: 50038740
	division: BSO/PS/Materials Management
	mcr: I      
	percent2: 
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	activity2: 2. Safeguard warehouse operations and contents by establishing and monitoring security
    procedures and protocols.
3. Control inventory levels by conducting physical counts and reconciling with SAP records.
4. Maintain physical condition of warehouse by planning and implementing new design layouts;
    inspecting equipment; issuing work orders for repair and requisitions for replacement.
5. Complete warehouse operational requirements by scheduling and assigning employees,
    establishing deadlines, and following up on work results; this includes coordinating daily
    delivery of commodities and IT goods to 9 Sacramento area office locations.
6. Maintain warehouse staff by recruiting, selecting, orienting, and training employees.
7. Maintain warehouse staff job performance by coaching, counseling, and disciplining
    employees; planning, monitoring, and appraising job results.
8. Maintain professional and technical knowledge by attending educational workshops;
    reviewing professional publications; establishing personal networks; participating in
    professional organizations.
9. Contribute to team effort by functioning as a working supervisor and by accomplishing related
    results as needed.
10. Interact with management.  This includes:
      - Recommending policy regarding commodity and IT receiving functions.
      - Informing PS management about commodity and IT receiving problems and 
          recommending solutions.
      - Preparing and submitting progress reports to management on receiving, warehousing, and
         distribution activities.

Work with the management and supervisors of the Public Affairs Office Publications Unit, Printing Production Services, and the Green Pastures Reuse Room to implement their respective Service Level Agreements regarding the management of materials within their purviews.  Establish procedures and guidelines to coordinate handling, distribution, and retention of materials to support their organizational activities.

Supervise purchasing activities for the Central Warehouse.  Using SAP, manage the completion of purchasing documents for acquiring commodities (principally office supplies) and restocking warehouse and supply room inventories.  Obtain the more complex and urgent special use items for departmental staff (e.g. warehouse material handling equipment and storage units); research items to ensure they meet specifications; and complete the required electronic purchase documents.  Assist PS on special projects.  

Provide on-the-job training to subordinate staff with an emphasis on receiving, warehouse management practices, and requisitioning.  Lead warehouse training activities, including training related to inventory management and refresher training before the Annual Physical Inventory.  Ensure that all staff are current in all job-required training, including forklift certification.  
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	activity3: Coordinate warehouse safety awareness activities, assessments, and conduct safety meetings.  Ensure that warehouse and supply rooms stock appropriate personal protective equipment and first aid supplies.  Coordinate availability of potable water and ice, and any other related supplies, in support of the DWR Heat Illness Prevention Plan (HIPP).  Actively engage in DWR's Safety System implementation and work closely with the DWR Safety Officer to support ongoing initiatives.

Develop and prepare documents to keep warranties and service contracts in effect for all warehouse and office equipment.  Prepare status reports to management on goods movement (receipt, issue, and adjustments) and on MMU activities.

Make site visits to DWR Field Divisions and Maintenance Yards to provide assistance, advice, and recommendations on their warehouse and supply operations and the use of SAP for inventory management transactions and reporting.  This may require driving a vehicle on public roadways.

Assist with maintenance of MMU vehicles (bob tail truck, cargo/passenger van, and two forklifts); ensure equipment receives regular servicing.  Develop specifications for replacement vehicles and warehouse storage equipment. 

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents or emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assisting agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

SKILLS AND QUALIFICATIONS
Supervision, developing budgets, safety management, developing standards, managing processes, surveillance skills, inventory control, reporting skills, analyzing information, equipment maintenance, and judgment.

SPECIAL REQUIREMENTS
Must be able to move up to 60 pounds (up to 90 pounds with assistance) of equipment, furniture, boxes, etc. when assisting in the receipt and distribution of goods and the maintenance of the warehouse and supply rooms.  Required:  California Class C driver's license for operation of cargo vehicles; forklift operator training and certification.  Periodic statewide travel may be required to conduct training or attend meetings.

	supervisor name: Elizabeth Ware
	employee name: Vacant


